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** FOR CURRENT CLASSIFIED EMPLOYEES ONLY **

(Note:  You must be a permanent employee (who has successfully passed probation) and currently working in the same classification (or in a higher classification within the same job family) to submit this request for lateral transfer or voluntary demotion
REQUEST FOR LATERAL TRANSFER (OR VOLUNTARY DEMOTION)

TO:  THE CLASSIFIED PERSONNEL STAFF:

I, _____________________________________, would like to submit my request for 
                    (Print Your Name Here)

lateral transfer (or voluntary demotion) for the position of _____________________________, 

located at _______________________ for _____ hours, replacing ________________________.
Sincerely, 







 

_________________________________________   
________________________
Employee Signature





Today’s Date
PLEASE PROVIDE YOUR CURRENT CONTACT INFORMATION, SHIFT & WORK SITE:

My current position is: ___________________________________ at __________________



         

My working hours are from: ______ a.m.    /p.m.    to ______ a.m.    /p.m.    (Total # of hrs_______)                                                         




The best phone number to contact me for interviews is: (_______)____________________
Please check one:   Transfer  FORMCHECKBOX 
    Demotion  FORMCHECKBOX 
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